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Federal Property Management Regulations § 101–44.4901–123–1

Subpart 101–44.48 [Reserved]

Subpart 101–44.49—Illustrations of
Forms

§ 101–44.4900 Scope of subpart.
This subpart illustrates forms pre-

scribed or available for use in connec-
tion with subject matter covered in
this part 101–44.

§ 101–44.4901 Standard forms.
(a) Standard forms are illustrated in

this section to show their text, format
and arrangement and to provide a
ready source of reference. The sub-
section numbers in this section cor-
respond with the Standard form num-
bers.

(b) The Standard forms illustrated in
this § 101–44.4901 may be obtained by
Federal activities by submitting a req-
uisition in FEDSTRIP/MILSTRIP for-
mat to the GSA regional office pro-
viding support to the requesting activ-
ity. State agencies may obtain copies
of these forms from the U.S. Govern-
ment Printing Office, Superintendent
of Documents, Washington, DC 20402.

§ 101–44.4901–123 Standard Form 123,
Transfer Order Surplus Personal
Property.

§ 101–44.4901–123–A Standard Form
123–A, Transfer Order Surplus Per-
sonal Property (Continuation
sheet).

NOTE: The form illustrated in § 101–44.4901–
123–A is filed as part of the original docu-
ment.

§ 101–44.4901–123–1 Instructions for
preparing and processing Standard
Form 123.

(a) Preparing Standard Form 123—(1)
General—(i) The Standard Form 123
must include all information specified
on the form. Particular care should be
taken to ensure that the transfer order
indicates the surplus release date
(SRD), sometimes referred to as the
automatic release date (ARD); identi-
fies property as reportable or non-
reportable; shows applicable GSA, De-
partment of Defense (DOD), and hold-
ing activity control or report numbers;
indicates the holding agency document
or voucher number for nonreportable

property; and contains authorized sig-
natures in ink on the original (copies
of transfer orders may have stamped
signatures). All other entries must be
typed or printed. All city and State ad-
dresses shown on the form should in-
clude the ZIP code. Transfer orders re-
ceived without sufficient information
will be returned to the applicant or
held in suspense until the missing in-
formation is obtained from the appro-
priate source. SF 123–A (Continuation
sheet) shall be used for listing any ad-
ditional property.

(ii) Reportable property, nonreport-
able property and property located at
separate locations should not be re-
quested on the same SF 123.

(iii) Recognized abbreviations for
Federal agencies or donee organiza-
tions may be used in completing SF
123; e.g., GSA (General Services Admin-
istration); FAA (Federal Aviation Ad-
ministration, Department of Transpor-
tation); SA (State agency); BSA (Boy
Scouts of America); and DRMS (De-
fense Reutilization and Marketing
Service).

(2) Adjustments and disapprovals. Any
adjustment or partial disapproval made
for the property listed in block 12 shall
be initialed by the representative and/
or officer signing in block 13b, 13d, 14b,
or 14d. When a transfer order is dis-
approved in its entirety, the represent-
ative or officer who disapproves the ac-
tion will return the SF 123 to the appli-
cant with an explanation of the dis-
approval. When a line item is dis-
approved, it will be crossed out,
marked ‘‘disapproved,’’ and initialed by
the representative or officer making
the deletion.

(3) Entries—(i) Order number(s) (block
1). Enter the State serial number and/
or transfer order and control numbers
assigned by DOD, FAA, or the donees.
If the continuation sheet (SF 123–A) is
used, it must contain the same transfer
order number(s).

(ii) Type of Order (block 2). Insert ‘‘X’’
in the appropriate square to identify
the type of order.

(iii) Surplus Release Date (block 3).
Enter the surplus release date, some-
times called the automatic release
date, as follows:
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